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APPRAISAL AND RECOMMENDED CHANGES IN IOGISTICS OFFICE FILING SYSTEM

#s many as elx secretaries and many of the staff members remove material
from the fles, A1l of the girls do some filimg tuwt nome appear to bave
studied or have & real understanding of the system, Aprroximately 100
instances of incorrect classificztion were noted and approximately 20 pleces
of eorrospondence were found to be misfiled,

Recormendation: PFix responsibility for the meintenance of the files and
18mit file plassification, f4ling and withdrswing to responsible individ-
wala, Assure proper training of responsidle filing per=ommel, KOTE: The
Aves Becords Offlcer has stated that she proposes to adopt this recormenda-
tion starting with the fMret of the new calendar yeasr,

o _crogs referonees were made for new material filer
{Survey Beport Recommendation Wo, 4, and Page 5 Sectien

Cross references shonld be used omly vhenm more than one subject is covered
in the meterial being 7iled, or future reference to the material could
loglically be requested under more then ome subjeet, Comparstively few
pleces of sorrespondence required cross reference but certainly some of the
materisl filed ir *he past year should heve baen croms referenced,

Becormendstion: Obtein stendard eross reference forms and prepere and file
a8 neoded., NOTE: The Ares Records Officer has initisted a request for
the nececsary forms zand will stert using them the first of the new calender
y&‘rf

2l was withdrawn from £iles by secret and staf? members
LRE_charse o a.ré!ss (Survey Report Recommendation Wo. 4,

Charge out carde are sn sbsolute necessity in retaining conirol of & file,
particularly such 2s this ome vhom material may be withirawn and held by

@8 many as 15 siaff rembers, Charge out cards also reduce nisfiles by
ssuring thet materisl 1s refiled in the position from which it wes withdraum,

Recormendation: Prepare snd file charge out cards for =1l material withe
dravm fron the files,

4e Tiling is not done currently.

There was approximately & months zcermmulatien of filing to be done at the
time of our review, Certainly this serlously affects required referemce
sarvics,

Reeoxmendation:s Pile accumleted meterisd delly,
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This practice slows reference to needed materisl end if the epproximate
date 12 knmoun creates doubt in the mind of the sesrcher as to vhether or
not the mesterial was ever filed,

Reecomendstion: Plle chrcmlag;ically vithin the subject heading.

¥Wthholding meteorial of ﬁh&s type from the file is mafeir to the other staff
members who mey have need to refer to 1t, Cast doubt on the efficiency

of the system because 1t iz usually sssumed that the material is ndofiled

or juet cannot be lecated,

Beosmmendations Forwerd all related correspondence snd file coples of
eomplete correspondence to the Communications and Records Section where it
will be separated for dispetch and filing, Charpe of®ici=1 #ile copy to
individusl requesting retention of the file copy awalting a reply or requir-
ing further action,

Pallure to bring forward snch correspordence inersases the time for current
reforences or ey reculd in incomplete references, This prectice may alse
result in pertinent material being retired premeturely.

Recommendetion: Bring foruard related material while filing current
eorrospondencs,

The subjecte added are usually at the request of some steff member who has
little or no knowledge of the system and vhe will not be required to service
faturs refercnce reguest, This reduces the effectivenese of the system since
the requestor muct roly continuously on his memory of specific folder titles,
#ather then the Tle clerks knowledge of the system, The system iz suffi
siently flexible to provide specific case fileg a8 necdel but 1t should be
dene within the proper subject heading structure an? should be dene at the
diseretion of the person responsible for the flles,

Becommondation: Add needed additional subject hesdings in accordance with

the system, New secondary headings should be cleared with this office in
arfder to mainteln standardization of the over al) agency ayatem,
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iR.24R0dRg glc established to gupplement ihe =vstew im assurine

b l ﬁ x aren x BOTVICH. | sm‘? Repord ati Ke. 9’ and
Bxribit B, Saction II.-C-5)

b6 use of the recormended finding aid is s control measure rather than a
subdstitute for ap initial search of the subjeet filse., It is particularly
Importaunt vhen e new systen ie being broken im and in questionable cases
serves as an indlcation that the material actually was or was not filed, It
serves in ligu of a cross reference in the subject file inm many instances and
will locete needed correspondence when the addresses or scurse is knoun but
the subjeect 1t vague or incomplete. The finding media originally recormended
wes the first copy of the Form 35-1 "File snd Routdng Slip." This form was
o have the file clescification indicated on it and be ~iled by source at the
time of the filing of the related correspondence,

P

Recomendation: Indleste the file classifiecation on the Tirst copy of the
Bouting Slip, Form 35-1 at the time the eorregpondence is filed, File ths
Porm 35-1 by source, NOTE: The Area Racords Officer hes indicated that this
eriginal recommendation will be sdopted as of the first of the year,
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